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––   Purpose   ––   
  

The   purpose   of   this   User   Guide   is   to   provide   detailed   information   for   Organization   
and   Site   administrators   to   carry   out   the   tasks   and   responsibilities   of   their   roles.     

  

––   Overview   ––   
The   primary   responsibilities   of   the   Organization   Admin   are   to   add   and   maintain   
Sites,   Staff,   Events   and   Vaccine   Programs   at   the   organization   level.   The   Site   Admin   
has   similar   responsibilities   at   the   site   level.   Two   notable   differences   between   the   
roles:   

● Site   Admins   will   not   add   or   manage   Organization   Admins.   
● Site   Admins   will   manage   only   Sites   and   Events   assigned   to   them.   

  
The   Organization   Admin   is   responsible   for   configuring   the   system   and   providing   
oversight   across   all   areas   or   regions   within   their   organization.   The   Organization   
Admin   also   has   the   ability   to   manage   user   accounts   and   roles   across   the   
organization.   

  
  

––   Portal   Baseline   Features   ––   
  

● Logging   into   the   Admin   Portal   
● Add   OU   Admins   
● Add   Staff   Members   
● Add/Maintain   Sites   
● Allocate   Inventory   to   a   Site   
● Add/Maintain   Vaccine   Programs   
● Create   Events   
● Assign   Staff   to   an   Event   

  
  

––   Guide   Updates   ––   
Due   to   ongoing   system   enhancements,   the   user   may   discover   that   some   features   
function   differently   than   outlined   in   this   guide.   This   guide   will   continue   to   be   
updated   to   reflect   the   most   recent   enhancements.   For   this   reason,   it   is   suggested  
that   you   access   the   guide   online   (instead   of   printing   or   downloading)   so   that   you   
are   always   reviewing   the   most   recent   version.   
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––   Creating   and   Accessing   Admin   Portal   Account   ––   

1. Log   into    the   Admin   Portal   using   your   organization   Admin   credentials   sent   to   your   
registered   email   address.   

  

  
  

2. Once   logged   in,   the   Sites   page   will   display   by   default.   To   navigate   between   different   
Health   Clinics   (areas   or   regions),   click   the   dropdown   from   the   upper   right-hand   
corner   of   the   portal   (to   the   left   of   your   login   name).   Select   the   Health   Clinic   that   you   
wish   to   view.   
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––   Adding   an   OU   Admin   ––   
(This   section   applies   to   OU   Admins   only)   

  
1. Click   the    OU     Admin    tab   on   the   left   menu   bar.   All   OU   Admins   previously   entered   for   

this   site   will   display   on   the   table.   To   add   a   new   OU   Admin,   click   on    Add   OU   Admin .   
  

  
  

2. Complete   all   the   fields   in   the   screen.   Once   completed,   click    Submit    to   save   the   new   
OU   Admin   entry.   
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3. You   also   have   the   ability   to   edit   user   details   (Click    Edit )   and   disable   accounts   (Click   
Disable ).   

  

  
  

  

  ––   Adding   Staff   to   the   System   ––     
1. Click   the    Staff    tab   on   the   left   menu   bar.   All   staff   members   previously   entered   into   

the   system   will   display   on   the   table.   To   add   a   new   Staff   Member,   click   on    Add   Staff .   
  

  
  

2. Complete   all   the   fields   in   the   Staff   Details   screen   for   each   Staff   Member.   Once   
entered,   click    Submit .   An   email   will   be   sent   inviting   the   Staff   Member   to   register   for   
the   portal.   
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3. The   newly   added   Staff   Member   will   display   on   the   table.   You   can   edit   member   
details   (click    Edit )   and   Disable   their   account   (click    Disable )   at   any   time.   

  

  
    

Click   here   to   view    Staff   Bulk   Upload   Instructions .   

  

  

  ––   Adding   and   Maintaining   Sites   ––   
1.   Click   the    Sites    tab   on   the   left   menu   bar.   To   add   a   new   Site,   click   on    Add   Site .   
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2.    Complete   all   of   the   required   fields   in   the   Clinic   Details   screen.   Required   fields   are   

marked   with   a   red   asterisk   ( * ).   Scroll   down   to   complete   all   fields.   Once   complete,   
scroll   down   and   click    Submit .   

  

  
  

3. The   newly   added   Site   will   display   on   the   Sites   table.   To   view   a   site   that   was   
previously   entered   click   on   the   site   name   in   the   Name   column.     

  

  
  

4. The   site   will   display   as   in   the   screenshot   below.   To   update   any   site   details,   click   on   
the    Clinic     Info    tab   and   click    Edit .   
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5. The   screen   below   will   display.   Edit   the   fields   you   want   to   change,   then   scroll   down   

to   click    Submit    to   save.   

  
  

Each   Site   will   display   an    Inventory   tab .   You   have   the   ability   to   monitor   inventory   
levels,   download   exports,   as   well   as   add   new   inventory   for   the   specified   Site.   
Adding   inventory   to   a   Site   is   covered   in   the   next   section   ‘Adding   Inventory   to   a   Site’.   

  

  
  
  

Under   the    Site   Admin    tab,   you   will   be   able   to   view   all   of   the   Staff   that   has   been   
assigned   to   work   an   event   at   the   particular   Site.   Assigning   Staff   to   an   Event   is   
covered   in   the   section   ‘Adding   an   Event’.   
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––   Adding   Inventory   to   a   Site   ––  
  

1. Click   the    Sites    tab   on   the   left   menu   bar.   
  

  
  

2. Click   on   the   site   name   you   would   like   to   add   inventory   to.   
  

  

3. Click   on   the    Inventory   tab    for   the   site.   To   add   new   Inventory,   click   on    Add   New .   
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4. Click   the   Vaccine   dropdown   to   select   the   Vaccine   and   enter   all   of   the   required   
fields.    Required   fields   are   marked   with   a   red   asterisk   ( * ).    Once   complete,   scroll   
down   and   click    Submit .   
  

  
  

5. Once   saved,   the   newly   added   inventory   will   display   on   the   Stock   Details   table.   To   
update   inventory   details,   click   on    Edit .   
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6. A   Vaccine   Details   pop-up   will   display.   Edit    the   inventory   detail   fields   as   appropriate.   

Scroll   down   and   click    Submit    to   save   changes.   
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––   Exporting   Site   Inventory   ––   
1. Click   on   the    Inventory    tab   then   click    Export   Data.   

  

  

2. Click    Show   All   Exports.   

  

  

3. A   CSV   file   has   been   created   for   you.   Click    Download     to   download   the   exported   
Inventory   document.   

  

  
  

  
  

12   
  



  
Organization   and   Site   Admin   Guide   

  

––Adding   and   Maintaining   Vaccine   Programs––   
  and   Maintaining   Vaccine   Prog   

1. Click   the    Program    tab   from   the   left   menu   bar.   The   page   below   will   display.   Click   on   
Add   Program    to   create   a   new   program.   

  

  
  

2. Complete   all   fields   of   the   Program   Details   screen.   Click    Submit     and   a   new   Program   
has   been   created.   
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3. You   have   the   option   to   edit   the   existing   details   for   the   program   or   deactivate   the   

program   by   clicking   the    Edit    or    Deactivate     button.   
  

  
  

4. To   add   screening   questions   or   configure   consent,   click   on   the   program   name   from   
the   Name   column.   
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5. The   screen   below   will   display.   To   manage   screening   questions,   click   the    Questions   
tab.   

  

  

6. Click     Add   Question     to   add   screening   questions.   The   screening   questions   will   display   
on   the   patient   portal   after   the   patient   selects   the   program   when   scheduling   an   
appointment.   
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7. Type   in   the   screening   question   you   would   like   to   add   and   complete   all   of   the   fields.   
When   done,   click    Submit .   

  
Note:    The   “Is   it   required?”   checkbox   should   be   marked   if   the   respondent   will   be  
required   to   fill   out   this   question.     

  
Manually   click   the   “Is   it   active?”   checkbox   to   activate   the   question   so   that   it   is   
included   with   the   screening   questions   shown   to   patients.    If   the   “Is   it   Active?”   
checkbox   is   unchecked,   that   question   will   not   be   included   with   the   list   of   screening   
questions   shown   to   patients.     
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8. You   can   edit   and   remove   questions   as   needed   by   clicking   the    Edit     button   and   

updating   the   information   within   the   Question   screen.   
  

9. Click   the    Consent   tab    to   configure   the   Patient   Consent   details   required   for   this   
particular   program.   The   consent   will   display   on   the   Patient   Consent   screen   while   
scheduling   an   appointment.   To   begin,   click    Add   Consent .   

  

  

10. In   the    Label    field,   enter   the   title   of   the   consent.     
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11. In   the    Description    field,   enter   the   consent   text   that   the   patient   will   read   on   the   

patient   portal.  

  
  

12.The    Consent   List    field   has   a   drop   down   to   select   the   information   that   should   show   
on   the   Consent   Page.   Select   the   information   you   want   to   display   (you   can   click   
more   than   one   option).   
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13.The    Sequence    field   will   determine   the   order   your   consent   message(s)   will   display.   

Use   the   up   and   down   arrows   to   order   the   consents.    If   there   is   only   one   consent,   “1”   
should   display   in   the    Sequence    field.    When   done   click    Submit .   

  

  
  

14.  The   new   Consent(s)   will   display   in   the   table.   
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––Adding   an   Event––   

  
1. To   manage   events,   click   the   ‘ Events ’   tab   on   the   left   menu   bar.   To   add   an   event,   click   

Add   Event .  
  

  

  

2. The   Event   Details   screen   will   display .   Complete   the   required   fields    (marked   with   a   
red   asterisk).   Select   a   Program   to   associate   with   this   event   from   the   Program   
dropdown   list   containing   the   previously   entered   Programs.   Click    Submit .   

  
  

If   you   don’t   see   a   Program   listed,   it   needs   to   be   created   by   going   back   to   the   
Program    tab   and   clicking    Add   Program .   

  

Note:    The   start   date,   start   time,   end   date,   and   end   time   apply   to   the   dates   and   
business   hours   during   which   the   event   will   be   operational.   

  
The   slot   frequency   will   determine   the   amount   of   time   each   appointment   will   run.   
For   example,   if   you   want   to   add   slot   frequency   as   60   minutes   (you   will   just   need   to   
type   the   number   “60”   in   the    Slot   Duration    field)   and   start   time   is   9   AM,   while   end   
time   is   5   PM,   the   appointments   will   be   booked   for   one   hour   each   as   -   9   AM   -   10   AM,   
10   AM   -11   AM,   and   so   on,   till   4   PM   -   5   PM.   
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3. Choose   the   type   of   event   by   selecting   either   Public   or    Private    in   the    Type    field.   
  

  
  

  
  

21   
  



  
Organization   and   Site   Admin   Guide   

  
An   event   will   be   created   and   displayed   on   the   Event   list   view,   as   shown   in   the   
screenshot   below.   

  
Note:   Newly   created   Events   will   default   to   ‘UNPUBLISH’.     When   you’re   ready   for   
the   event   to   be   available   for   patients   to   book,   you   will   need   to   manually   update   the   
status   to   PUBLISH.   

  
Please   ensure   the   details   of   an   event   have   been   finalized   before   publishing.   
  

You   can   unpublish   an   event   to   change   the   start   and   end   time,   extend   the   start   and   end   
date   or   edit   the   number   of   available   slots.   No   other   changes   can   be   made.     

  
Any   time   you   unpublish   an   event   (even   if   it   is   temporary   to   edit   an   event),   it   will   be   
unavailable   for   the   public   to   book   until   the   status   is   updated   to   PUBLISH   again.   

  
Instructions   for   changing   the   status   to   PUBLISH   are   detailed   in   the    Publish   an   Event   
section   at   the   end   of   this   User   Guide.   
  

  

4. To   set   the   number   of   appointments   that   will   be   available   for   patients   to   book   for   
each   time   slot   or   to   assign   staff,   click   on   the   name   of   the   event   in   the   Event   column.   
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5. To   add   availability   for   the   appointment   time   slots   for   an   event,   click   on   the   name   of   
the   event.   The   screen   below   will   display.   Click   the    Scheduler    Tab.   
  

  

6. The   following   screen   will   display.   Click   the   calendar   icon   on   the   right   side   of   the   
screen   and   select   the   date   you   want   to   set   availability   for.     
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7. The   screen   will   update   to   display   the   current   schedule   for   that   date.   The   

appointment   reflects   the   slot   duration   configured   in   the   Event   configuration.   We   
will   now   review   the   steps   for   allocating   the   number   of   appointments   for   the   time   
slots.     

  
There   are   three   methods   you   can   use   to   select   the   number   of   time   slots   to   add   
availability   to.   For   each   of   the   methods,   when   you   select   a   time   slot   to   edit,   it   will   
display   in   yellow.     Once   you   select   the   slots   you   want   to   add   availability   for,   you   will   
type   in   the   number   of   appointments   you   want   to   be   available   for   that   selection   into   
the   “Enter   new   value”   field   and   finally,   you   will   click    Update .   
  
You   will   choose   the   method   that   best   meets   your   needs   and   saves   you   the   most   
time!   Next,   we’ll   detail   each   method.   
  

  
Method   1:   Allocating   for   One   Date   and   Time   

  
1. Click   box   for   the   date   and   time   you   wish   to   add   availability   to.   In   the   example   

below,   12/16/20   at   8:35am   has   been   chosen.   
  

You   will   see   the   highlighted   box   is   yellow,   letting   you   know   that   you’ve   only   
selected   this   date   and   time.   
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2. Next   you   will   enter   the   number   of   available   time   slots   for   that   date   and   time   
into   the   “Enter   new   value”   field   and   click    Update .     

  
In   the   example   below,   the   number   of   available   appointments   is   currently   set   
to   “0”   for   12/16/20,   but   for   this   example   we   will   change   it   to   “33”   by   entering   
into   the   “Enter   new   value”   box   and   clicking   Update.   

  
  

Notice   that   the   number   of   appointments   updated   for   just   the   12/16/2020   at   
8:35am   time   slot.   
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Method   2:   Allocate   for   an   Appointment   Time   Over   Multiple   Days   

  
1. To   save   time,   you   can   change   the   number   of   available   appointments   for   an   

entire   row   of   time   slots   for   multiple   dates.   Click   on   one   of   the   time   slots   in   
the   left   column   with   times   listed.   In   the   example   below,   the   08:50   time   row   
was   selected.     

  
You   can   also   click   on   multiple   slots   to   update   them   at   the   same   time.   

  
In   the   example   below,   the   entire   08:50   row   was   selected,   as   well   as   multiple   
individually   selected   time   slots.   You   know   a   time   slot(s)   has   been   selected   
when   they   are   highlighted   in   yellow.     

  
Every   time   slot   highlighted   in   yellow   will   be   updated   when   availability   is   
updated.    Appointments   highlighted   in   green   (or   not   highlighted)   will   not   be   
affected   by   the   update.   
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2. To   update   availability,   enter   the   number   of   appointments   you   want   to   make   

available   for   those   dates   &   times   into   the    Enter   new   value    field.     
  

In   the   example   below,   the   number   of   available   appointments   was   changed   
from   0   to   5.   

  

  
  
  

Method   3:   Allocate   for   an   Entire   Day   (or   Multiple   Entire   Days)   
  

The   next   example   will   work   in   a   similar   way,   you   choose   an   entire   date   and   update   
the   number   of   available   appointment   slots.   

  
1. Click   on   the   Date   Column(s)   to   select   the   date(s)   you   want   to   modify.   Enter   

the    number   of   appointments   you   want   to   make   available   for   those   dates   into   
the   “Enter   new   value”   field   and   click    Update .     

  
For   this   example   12/17/2020   and   12/18/2020   were   selected   by   clicking   on   the   
Date   Column     at   the   top   of   the   columns.   The   number   of   available   
appointments   will   be   updated   from   0   or   5   to   33.     
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Note:     As   you   get   more   familiar   with   the   system,   you   will   choose   the   easiest   method   
for   you   to   update   the   number   of   slots   in   the   scheduler.    The   important   thing   to   
remember   is   you   have   options   for   how   you   choose   to   modify   the   number   of   
available   appointment   slots.   

  
Keep   in   mind   that   the   changes   you   make   on   the   scheduler   will   update   the   number   
of   available   appointments   that   the   patients   can   book   on   the   Patient   Portal.   

  
For   instance,   if   there   are   33   available   appointments   and   a   patient   books   1   
appointment,   then   the   display   would   be:   Available(32)   Booked(1)   for   that   selected   
slot.   If   a   patient   books   slots   for   4   people   together   (their   family)   then   the   display   will   
be   Available(29)   Booked(4)   for   that   selected   slot.   

  
Assigning   Staff   to     

––Assigning   Staff   to   an   Event––   
  

1. Click   the    Event    tab   and   click   on   the   event   in   the   Event   column.   
  

  
  
  

2. The   Event   Info   tab   will   display.   Click   on   the    Staff    tab.   
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3. Click    Add   Staff    to   begin   assigning   staff   to   this   event.   
  

  
  

4. Type   in   the    Staff   Name    and   the   appropriate   event   role   or   task   for   this   staff   member.   
Click    Save ,   to   return   to   the   Staff   details   page.     

  

  
  

5. The   staff   member   will   be   added   to   the   event   with   an   Event   Role   assigned.   A   staff   
member   can   be   removed   from   an   event   by   clicking    Remove    from   the    Staff    tab.   
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––Private   Event––   
1. You   may   need   to   create    a   new   event   as   a    Private   Event    that   will   not   be   available   to   

the   public.    In   this   scenario   you   would   see   the   invitees   listed   on   this   tab.   

2. To   upload   the   list   of   patients   to   invite   to   the   event,   click   the    Admin    tab   on   the   
left-hand   side   of   the   dashboard.   

3.   Choose   the   file   (the   invitee   list   for   the   private   event)   and   click    Upload .    Instructions   
for   creating   a   comma   delimited   (csv)   file   to   upload   are   in   the    Appendix .   
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––   Publishing   an   Event   ––   
  

Please   ensure   the   details   of   an   event   have   been   finalized   before   publishing.   
At   this   time,   unpublishing   an   event   to   edit   it   may   cause   the   loss   of   event   data.   

  
1. When   you’re   ready   to   make   an   event   available   for   patients   to   book,    click   on   the   

name   of   the   event    you   would   like   to   publish   from   the   Event   column .     

  
  
  

2. Click   the    Event   Info    tab.   Click   on    Publish    to   make   the   event   live   so   patients   can   
schedule   appointments   for   the   event.   

  

  

  
If   you   are   an   Organizational   Administrator   and   need   assistance   with   the   system,   
please   email    podvaccine-triage@azdhs.gov .    If   you   are   a   Site   Administrator   and   
need   assistance,   please   contact   your   Organizational   Administrator.   

  
  

32   
  

mailto:podvaccine-triage@azdhs.gov


  
Organization   and   Site   Admin   Guide   

  

––   Appendix   ––   
  

PATIENT   BULK   UPLOAD   INSTRUCTIONS   
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STAFF   BULK   UPLOAD   INSTRUCTIONS     
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